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Appendix E: Forms Of Addresses

1. General.

The forms of address in this appendix are the conventional forms as determined by social and official custom. Since
address forms may vary in certain instances, it is important to consult the rules as they appear in the listing in this
appendix.

2. Titles of Addressees.

a. "The Honorable" is a title used to address current and former officials; e.g., Presidential appointees, Federal and
state elected officials, and mayors. "Honorable" is not used by itself. "The Honorable" is not used before a last name
alone. When appearing within the text of a letter or other communication, "the" is not capitalized.

b. "The Honorable" may be replaced by a title such as "Dr." or "General," but it is not used in combination with
another title.

c. After leaving a titled position, an individual may opt to retain that distinctive title ("Judge," "General," or "The
Honorable") throughout his or her lifetime.

3. Abbreviation of Titles and Degrees.

a. With the exceptions of "Mr./Ms./Dr.," do not abbreviate titles preceding full names in an address. Long titles such
as "Lieutenant Colonel" and "Brigadier General" may be abbreviated for the sake of balance and appearance in the
address when necessary; e.g., Lt. Colonel John L. Smith. Note that the basic rank is not abbreviated. The salutation
should read, "Dear Colonel Smith."

b. Abbreviate designations of degrees, religious and fraternal orders, and military service branch titles after a name.
Type the initials of a degree or order with periods but no spaces between them. Type military service designations in
capital letters without periods.

c. Do not use scholastic degrees in combination with complimentary titles of address or with military service ranks,
except in the case of "The Reverend." When a name is followed by abbreviations, their sequence is as follows:
religious orders first, theological degrees, academic degrees earned in course, and honorary degrees in order of the
bestowal. Using more than two degrees is unnecessary. Examples:

John Doe, D.D., D.Lit.

Patricia Smith, M.D.

Henry Brown, LL.D., Ph.D.

Lt. Colonel Mary Hill, USAF

The Reverend George Green, D.D.

4. Spouse of Distinguished Individual.

a. An individual does not share a spouse's official title and, therefore, should be addressed individually by his or her
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own appropriate title and last name.

The American Ambassador and Mrs. Doe

b. In cases of the titled spouse being a female, the following rule applies: Justice Sandra Morgan and Mr. Morgan
c. Not all married women use their husband's name, especially if they use another name professionally.

Senator Diane Strickland and Mr. Richard Blum

The Honorable Patrick Reed and Ms. Brooke Saxon

The forms of address listed in this appendix are the conventional forms of address as determined by social and
official custom. The style of salutation and complimentary close is informal.

Addresser Address Salutation and Complimentary Close
THE WHITE HOUSE
The President The Presidens Dear Mr.f Madam President-

The White House
o '!n’_h'm.]‘linj_[un. W 2005400

Respectiully,

Spouse of the Mrs., Mr. (full name) Dear Mrss Mr. {surmame:
President The White House Sincerely,
Washingion, DC 205060
Assistant to the The Honorable { full name) Drear Mrsd Mrs.sd/ Missf Ms,
Priesident Assistant to the President {surname ):
Executive OfMice of the Presidem  Sincerely,
. Washington, DC 20500
Former President The Honorable {full name) Diear Presidents, Madam President
{hocal nddress) (£1P Code) (surmame )
Sincerely,

The Vice President

The Vice Pressdemt
United States Senate
Washington, DC 20510

Dear Mr/ Madam Vice President:
Sincerely,

The Honorable Dear Mrd Madam Vice
{Tull pamme) President:
The Vice President Simcerely,

of the Unsted Suses
Washingon, DC 20501

FPormer Vice The Honorable (full name) Diear Mrs Mrs. s Miss/ Ms.
Presidemn (o vithe ) [surmame )
(local sddress) (Z1P Code) ~ Sincerely,

Director, Offece of The Honorable {full namse ) Daear Mr.f Mrs. # Miss/ Ms.
Management and Budget Director {surnwme |
Oifice of Management Sincerely,

NPR 1450.10D -- TOC
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Addressee Address Salutation and Complimentary Close
The Henorable {full name) Dear Mrd Mrod Mise' Ms
Diigecton (surname)
Office of Science and Sincerely,
Techmology Policy
Executive (HTice of the Presadent
Wiashington, DC 20504
THE FEDERAL JUDICIARY
The Chucl Justice The Chicf Justice Dear Chief Justice:
The Supreme Court of Sincerely,
e United Siates
Washington, DC 20543
Associabe Justice Justice (surmanme) Dear Justice {surname):
The Supreme Court of Sincerely,
the United Stares
Washington, DC 20543
The Clerk of the The Clerk of the Supreme Court  Dear Mrsd Mrss Miss/ Ms,
Supreme Courl The Supreme Court of (surname j;
the United States Sincerely,
Washington, DC 20543
THE CONGRESS
President of the Senate The Honorable ( full mame) Drcar Mr.# Madam Presadend:
President of the Scnate Sweerely,
Washington, DC 20510
President of the Senate The Honorable (full name) e M Madiin President:
Pro Tempore Presidemt Pro Temgpaore Sincerely,

United Stwles S<¢nale
Washingion, DC 20510

Speaker of the House of

The Honorable (full name)

Deeisr Mr.f Madam Speaker,

Representatives Speaker of the House of Sincerely.,
Represematives
Wahingion, DC 20515
Majorily Leader The Honorable {full neme) Deear Mr.f Madom Leader:
of Minority Leader Magority or Minonity Leader Sincerely,

United States Senube

United States Scnate
Washington, DC 20510
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Addressee

Address

Salutation and Complimentary Close

Lnited States Senator

The Honorabbe {full name)
United States Senate
Washangron, DC 20510

or

The Honorahbe {full name)
United Staics Senplor

Deziar Sengioe (durname )
Sincercly,

{Congressional District office address)

{City), (State} (ZIP Casle}

Majorily Leader
or Minonty Leader

The Honorabde | full farm )
Majority or Minority Leader
House of Representilives
Washingion. DC 20515

Deear Mr.. Misdam Leader:
Sincerely,

United States Representative

The Honorable (full namch
House of Representalives
Washingion, DC 20515

or
The Honorable (full namey

Deear Mr Mrs. Miss! Ms,
[surname i;

o

De=pr Congresswoman {Surmame):
Sincerely,

Member, U.S. House of Representatives

{local address) {(Z1P Code)

Commitiee Chuir
Chalrman,
Chairwoman
Chair

The Honorable ( full name)
Chaprmman,

Commitice on {name)
United States Senate
Washington, DC 20510

or
The Honorable (full name)
Chair

Commtiee on (name)
House of Representalives
Washingion, DC 20515

Dear Mr. Chasrman/
Miadam Charworman.
Chuaar:

Sincerely,

Dear Mr. Chairrman’ Madam Chair:
Sincerely.

Subcomminee Chairman
Chair

The Honorable (full name)
Chairman, Subcommatiee on
{narme of parcnt Committee)
Uniled Stales Senale
Washington, DC 20510

or

The Honorable { full name)
Chair, Subcommitice on (name )
{name of parent Commatiee)
House of Represcniatives
Washingion, DC 20515

[hear Mr. Clairman™adam Chair:
Simcerely,
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Addreswee

Address Salutation and Complimentary Close

Foemt Comminee

The Honorable (full name)

Dicar Mr. Chairmand Madiom Chinr:

Chairman Chairman (Chair} Swncerely,
Toint Commitiee on {nsanse )
Congress of e Unsted States
Washington, DC (ZIP Code)
Senator-clect The Hesarable { full name) Dear Senator-ebect (surname ):

Representative-clect

United Stales Senatior-elect Sincerely,

ur

Representative-elect Dear Congressman-chect;
(address, if known) or [surmame b

Care of the United States Senate Sincerely,

or House of Representatives

Office of a Deceased
Senator

Hepresentative

=5 of Madam: Senator
Simcerely,

Office of the lnte Senator
{Tull mame)

United States Semabe
Washiiglon, DC 205 [0
or

Office of the lofe Representative™
{fisl] mame ) Howe of Representatives
Washingron, DIC 20515

Chaplain of the United
Sates Senme

Howse of Represenlalives

The Reverend (full name) Dear Mr.# Mrs # Missd Ms,
Chaplain of the United States [sLirmam |24

Sensle Sincerely,

Washington, DIC 205140

nr

The Reverend (full name)

Chaplasn of the House of Representatives

Washingen, DC 20515

Secretary of the
United Stales Senate

The Honorable (full name) Diear Mr.f Mrs. Mess’ Ms,
Secretary of the Scnale { surnpme |
United Staies Senate Sincerely,

Washington, DC 20510

Clerk of the House

The Honorable (full name) [henr Mlr s Mrs o Miss! Ms.

Clerk of the Howse of { surnami )
Representatives Sincerely,
House of Representalives

Washington, DC 20515

*If the name of the late Senator’s or Representalive's secretary or administrative assistant is known, the
letter may be addressed to that person by nime,
**The title is Mr. or Dr., as appropriste, Reverend is not used with the surname alone,

NPR 1450.10D -- TOC

Verify Current version before use at:

http://nodis3.gsfc.nasa.gov/

Page 5 of 15

Page 5 of 15


http://nodis3.gsfc.nasa.gov/
http://nodis3.gsfc.nasa.gov/

NPR 1450.10D -- TOC

Verify Current version before use at:

http://nodis3.gsfc.nasa.gov/

Addressee

Address Salutation and Complimentary Close

Resident Commissiomer

The Honorable (full name)

Resaden Commissioner ffom

Puerte Rico
House of Represematives
Washinglon, DC 20515

Dhear M MrsS Miss! Ms.
{ surname
Sincerely,

Drelepate

The Honorable (full nisme)
Delegate from {locaion
House of Represeniatives
Washingion, DC 20515

Drear Med Mrs. Miss/ Ms,
{surname )
Sincerely,

Comptroller General

The Honorable (full nnme)
Compiroller General of the

Diear Myt M Missd Ms,
{surname )

United States Sincerely,
Creneral Accounting Office
Washin‘um DC 20548
Librazian of Congress The Honorable (full msme) Deear 8! Brs s Blissd Ms.
Librarian of Congress { surname: )
Library of Congress Sincerely,

Washingion, DC 20540

Public Pranier

The Honorable (Tull neme)
Public Printer

Government Printing Office
Wuhin!lm DC 204001

Drear Ml Mrs s Misss Ms |
{surname )
Sincerely,

EXECUTIVE DEPARTMENTS AND INDEPENDENT AGENCIES

Cabinet Members

The Honorable (full nuwme)
Secretary of the Interior*
Washingion, DO 20240

The Honorable (full name)
Antorney General of the
United States
Department of Justice
Washington, DC 20530

Dezar Mr_, Madam Secretary: *

Simcerely,

Dear Mr., Madam Atomey

Gieneral;
Sincerely,

Deputy Sccretanies,
Assastant SecreLaries,
Under Secretarics

NPR 1450.10D -- TOC

The Honorable (full name)
Deputy Secretary of Energy
Washingion, DC 20585

The Honorahbe (full fame)

Dear Mr., Mrs,, Mass, Ms,
(surname ).
Sinccrely,

Assistant Secretary, Legislative Affairs

Department of Defense
Washington, DC 20301

The Honuorahhke {full sanme)
Under Secretary of Housing
amnd Urban Development
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Addresses Adkdress Salutation and Complimentary Close
Postmasier General The Honarable (full name) Dezar Mr Madamd Postmaster
Posimasier General General:
United States Postal Service Sincerely,
Washington, DC 20260
Heaal of a Independent Agency, The Honorahle (full mame) Dear brs Mrad Mise' Ms.
Authority, or Board (Tuled (surname)
{Agency name) Sincerely,
{nddress)
{City) (Stare ) (ZIP Code)
Head of a Major The Honorable (full name) Dicar Mr.f Mrs./ Misa/ Ms.
Organization within Under Secretary/ Adminisirator {surnamc):
an Agency. if a Mationsl Oceanic and Simcerely,
Presidential Appointee Atmospheric Administration
Depariment of Commerce
Washington, D 21230
Secretary of the Navy The Honorable (full name) Dear Mr./ Madam Secretary:
Secretary of the Army Secrctary of the Simcerely,
Secretary of the Air Force {Mavy. Army, Air Force)
Diepartment of Defense
The Pentagon
Washington, DC (ZIP Coude)
Chairman of o Commission The Honorable { ull name) Dear Me./ Madam Chairman
or Board Chairman Sincerely,

Fesderal Trade Commission
Washington, DC 20580

AMERICAN MISSIONS

American Ambassador

The Homorable (full name )
American Ambassador
1Ciy ), (Country)

Dhear Mr.f Madam Ambissishior.
Swncerely,

American Consul General or The Honorabde [{ull name) Diear Mr./ Mrs./ Misal Ms.
American Consul American Consul General [surname
for American Consul) Sincerely,
(City ), (Country}
Personal {Special) The Honorable (Full name) Dear Mr./ MrsJ/ Miss/ Ms.
Representative of Personal Representative of {surmarme j:
the Presidem the Presidend of the Sincerely,

United States of America o {coundry)

(address)
(City, State/Couniry)
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Addressee

Address

Salotation and Complimentary Close

INTERNATIONAL DIPLOMATIC MISSIONS/ORGANIZATIONS

Foreign Ambascador in the
United States

His (Her) Excellency (full pame)
Ambassador of (country)
(local address) (ZIP Code)

Dear Mr. Madamd' Ambnssador:
Sincerely,

United States Representative

o the United Nations or
Organization of American
Stintes

The Homorahle {full name)
United Stabes Representative lo

Diear Mr. Madamd Ambassubor:
Sincerely,

the Umited Nations [ or Organization

of American States)
(Jocal address) (ZIF Code)

Forcign Minister in the
United Stares
{Head of a Legation}

The Honorable {full name]
Minister of {cownry)
Washington, DC (ZIF Codel

DPear Mr.J Madsm! Minister:
Sincerely,

Foreign Minister Counselor
in the United States

The Homorable {full name)
Mamister Cownselor
Embazsy of (couniry)
Washington, DC (ZEP Code)

Dear MrJ Madam Minister:
Sincerely,

STATE AND LOCAL GOVERNMENTS

Governor

The Homorable {full namme )
Crovernor of {Stage)
{Ciay}. {Stane) (ZIF Coded

Doy Cryvernar {sername):
Sincerely,

Leutenant Governor

The Hoporable §full name)
Licutenant Governor of {State)
(City). (State) (ZIP Code)

Diear Mr.f Mrs.Sduss Ms,
(surname):
Simcerely.

State Scnator

The Homorable {full mame)
(Statc) Senale
(City]. {State) (ZIP Code)

Dear MrJ Mrsf Misa/ Ms.
{strnami }:
Sincerely,

State Representative,
Assemblyman, or Delegate

The Honorable (full name)
(State) House of Represendatives
{or Assembly or

House of Delegates)®

(City). (Stme) CZEP Code)

Drear Mra Mrs.S Miss! Ms
{surnime):
Sincerely,

*In most States, the lower branch of the legislature is the House of Representatives. In Staies, such as
California, New York, New Jersey, Nevada, and Wisconsin, the lower house is known as the Assembly. In
others, such as Marviand, Vieginia, and West Virginia, it is known as the House of Delegates. Nebraska
has & one-house legislature; its members are designated as Senalors,
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Addressee Address Salutation and Complimentary Close
Mayor The Hoenorable {full name) Dicar Mayor (surnamse).
Mayor of {name of city) Simcerely,
(Citv). (State) (ZIP Code)
President of a Board of The Honorabbe (full name) Dear MrJ Mrs.d Miss/ Ms,
Commissioners President (sirmame )
Board of Cosmeamissioners of Sincerely,
{name of city)
{City ) (Sate ) (ZIP Code)
CHURCH OFFICIALS
Minister The Reverend) (full name, Dar D, (surnamec);
Pastor degrees) Sincerely,
Rector {address)
(with doctoral degree) (City), (State) (ZIF Code)
Mimsier The Reverend (full name) Dear Mr. Mrs. Miss/ Ms,
Pastor (name of church) (surmarme
Rector {adilress) Sincerely,
{withow doctoral degree) (City). (State) (Z1F Code)
Presiding Episcopal Bishop The Mou Reverend (full nome.  Dear Bishop (surname):
degrees) Sincercly,
Presicting Rishop of the
Episcopal Church
dacldress)
{Ciny ), (Seate ) CZIP Code)
Episcopal Bishop The Right Revesend (full nome,  Dear Bishop (surname);
degrees) Sincerely,
Bishop of {diocese)
{address)
{Ciy ), (State ) (ZIP Code)
Epascopal Dean The Very Reverend {(full name.  Dear Dican (surnare):
degrees) Suncerely.
Dean of {church)
(abdress)
(City), (State) (ZIF Code}
Methodist Bishop The Reverensd (full name, Digar Bishop (sermame):
degrecs) Sincerely,
Methodist Bishop
(middress)

(City), (Sume) (2P Code)
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Addressee Address Salutation and Complimentary Close
Mormon Bishop M. (full name) Dear Mr. (surname);
The Church of Jesus Christ of Sincerely,
Lotter-Day Saims
(City), (Suake) (ZIP Code)
Ctholie Cardinal His Eminence (given name) Dar Cardinal {surname):

Cardinal (surname)
{address)
(Caty), (State) (ZIP Code)

Simecerely,

Catholic Archbishop

The Most Reverend ¢ full namey
Archbishop of (diocese)
faddness)

(City), (State) (ZIP Code)

Dear Archishop (sursame):
Sincercly,

Catholic Bishop

The Most Reverend (full namep
Bishop of (cityy

(address)

(Ciy), (State) (ZIP Code)

Dwar Bishop {sumame
Simeerely,

Catholic Monsignog
(higher rank)

The Right Reverend Monsignior
(sl marme )

{address)

(Cuy), (Siane) i ZIP Code)

Diear Monsignor (surnome ):
Singerely,

Catholic Monsignos The Very Reverend Monsignoe  Dear Monsignor (surname):
{lower rank) (all name) Simcerely,
(address)
(City), {Stae) (ZIP Code)
Cutholic Priest The Reverend {{ull nume) (add Drear Father (surname):
nitials or Order, if any} Sincerely,
(address)
(Cityh, {State) (ZIP Code)
Catholic Maother Supenor The Reverend Mother Superior  Dear Reverend Mother:
of an Institution {omitaals of Order, if used) Simcerely,

{name of institulion}

{ndebress)
(Ciny}, {Suate} (ZIP Code)

Hahba {with doctoral degree) Rabbi i full name) Dear Dr. (surname ):
(Synagoguoe) Sincerely,
{iddress)

(Cny), (Sume) (Z1P Code)
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Addressee Address Salutation and Complimentary Close
Rabbi (withow docioral degree)  Rabba (full name) Dear Rabbi {surnams: j:
(Synagogue] Simcerely,
(address)
(0, (State) (ZIP Code)
Orthodox Archbishop His Emincnce Archbishop Your Emincnce:
(Full maine ) Sincerely,
{address)
{(City). (State) (ZIP Code)
Orthodox Bashop His Grace (full name) Your Grace:
Bishop of (name of Diocese) Sincerely,
{nhdress)
{City), (Staze) (ZIP Code)
Orthodox Pricst The Reverend (Fall mimme) Dear Father:
{name of churcly) Sincerely,
{address)
{Ciry), (Stane) (ZIF Code)
EDUCATIONAL INSTITUTIONS
Preswdent or Chancellor of Dr. {Full name) Dear Dy, [surname).
a College or University President Sincerely,
{wath doctoral degree) {name of institution)
{alddress)
{City}, (Sume) ( ZIP Code)
President of a College or My, Mrs, Miss, Ms, (full name)  Dear Mr Mrs./ Miss/ Ms.
Upiversity { without Pregident (surmame);
doctoral degres) iname of instatukion Sincercly,
{nelcdress)
{Ciy ) (Stade ) (Z0P Code)
Dean of a School [Bean (full name ) Dear Dhein ( surnsme b
School of {name) Sincercly,
{name of instatubion)
facldress)
{City). (Stte) (ZIF Code)
Professor Professor ( full nams:) Deeae Professor | surname )

Department of (name)
{name oF insiwkion b
{address)

{Ciny). (Stte) (ZIF Code)

Sincerely.
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Addresses Address Sadutation and Complimentary Close
Ph.I» e, {fuall mavme ) Dear Drr. (surname):
{addressh Sincerely.
{City ). {State ) (ZIP Code)
PHYSICIANS AND LAWYLERS
Physicsan Afull nansep, MD Dieir Thr, (surnmame);
{acidress) Sincerely,
{Ciny}, (Stame ) (ZIP Code)
Lawyer Mr., Mrs. Miss, Ms. (Tull namel  Dear Mr/ Mes/ Misg/ M.
Anorney al Law [Sarname);
{address) Sincerely,
(City), (Sume ) (Z1F Code)
Judge The Homorahle {full name) Dear Judge {surname &
Judge, Appellme Division Sincerely,
The Supreme Coun of the State
of New York
{achdress)
(iR ), (Stade ) (Z0P Cinde )
OTHER
Widow Murs, {hushand's Girst and bast Dear Mrs. Ms. {surname):
name ) or Ms. {wife's full name} Simcerely,
{mibdress)
(City). (State) (ZIP Conde}
Unknown Gender Lesliec Smith Dear Leslic Smith:
(address) Sineerely,
(Cily). (State) (ZIP Conde)
MULTIPLE ADDRESSEES
“Two or More Men Mr. (full name) and Dheur Mr, (surname ) and Mr.
Mr_ {full name) {surnamc}:
(address) or
(City), (State) (ZIP Code) Diear Messrs. (surname)
= “ Sincerely,
Two or More Women Mrs,, Miss, Mx. (Tull napechand — Dear Mrsd/ Ms.,

Mirs., Miss, Ms. (full name)
{ndPress )
{Ciny ), (S1ane) (ZIF Codel

Miss {surname ) and
Mirs S Mad Miss {surname |
Sincerely,

One Woinkan and
Oae Man

Mis., Miss. Ms. (full nams} and
Mr. (full name)

{aclddress )

{Ciry. (Stae) (ZIF Code)

Dear Mrs/ Miss/ Ms. {surnime )
and Mr, (surname ).
Sincerely,
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Addressee

Address

Salutation and Complimentary Close

MILITARY SERVICES

Army, Air Force, and Manipe Corps Officers

General (Tull rank, full name, Dicar General (surnamey:

Liewtenant General abbreviation of serviceh Simcerely,

Major General {ndhdress)

HBrgadier General {City), (Stase) (ZIP Code)

Coloncl {(samec as above) Dear Colone! {surnanse b

Licutenant Colonel Sincerely.

Major {same as abowe) Deeir Major {sufnaime):
Simcerely.

Caprain {same as above) Dear Caplain (surnarme )
Sincerely,

Firss Licutenant {samc as abowe) Dear Lacutenant {surmarme ):

Second Lecutenant Sincerely,

Chicl Warrant Offscer {samc as above) Dear Chiel Warrant Oflicer
(suFmame):
Sincerely,

Warrant (Mficer (s a5 above ) Dear Warrant Officer (swmanme):

Sincerely,

Navy and Coast Guard (Hlcers
Admmiral

i full rank, full namse,

Dear Admiral (surnarme ),

Vice Admiral abbreviation of service) Sincerely,
Fear Admiral (address)
(City), (Stare) {ZIP Code)

Caplain {same as above) Deesr Capaain [ surname):
Sincerely,

Commander (same as above) Dear Commansder (surmame J;

Lieutenam Commander Sincerely,

Liewtenan {same as above) Dear Licutenant (surmume);

Licutenant Jumior Graske Smmcerely,

Ensign {same as above) Dear Ensign (surname ):
Sincerely,
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Addressee Address Salutation and Complimentary Close
Chel Warrant OfFicer {zame as above) Depr Chief Warrant Officer
(SUFRDME !
Sincerely, .

ALL SERVICES

Retired Officer {Full rank, full name,. Dear (rank, surnsme J;
abbreviation of service), (Ret.) Sincerely,
faddress)
(Cityd, (Staee) (ZIF Code)

Chaplain Chaplain {full name) Dear Chaplain {surname :
frank, service designation) Sincerely,
(address)

(Cuy), (Siae) (ZIP Code)

SERVICE ACADEMY MEMBERS

Army of Coast Guard Cadel Cadet (Tull name) Diear Cadet (surname):
(address) Sncerely,
(City), (Statep (ZIP Code)

Mavy Midshipman Midshipman ( full name) Dear Midshiprsn {surname);
(address) Sincenely.
(City), {Stateh (ZIP Code)

Air Foroe Air Cadet A Cader (full mamw ) Drcar Air Cadet ( surname )
(mddiress) Sincerely,
(City), {State) (ZIP Code)

MILITARY SERVICES ABBREVIATIONS

In some imstances, military abbreviations may be used as 2 form of address, e.g., distribution lists, courtesy
copy hists, and envelopes. Refer to the GPO Style Manual’s chapter entitfed Abbreviations,
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